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GUIDES TO SIMPLIFIED INFORMAL CORRESPONDENCE

The typical chemrﬁe;ﬁ le%fgr%has:been conservotively estimaied o cost $2.00, not including the cost of filing and ultimate’
disposition. Informal ‘commiunication, resulting from the use of Optional Form 27, 2-WAY MEMO, can reduce this cost

" substontially. ... .

. Bersons experienced in.the, field of letterwriting have made the following observations about Government correspondence
praciices:

The bulk of ;orresproﬂdeigceiis conducted within the governmental family itself-—between offices whose day-to-day
relationships could pémilt simple, informal written communication.

Many written communications) are for immediate action, are routine in nature, such as requests for information or services
and do not jequire copies for distribution.

I

Many written communications are less than a dozen lines in length,

PRINCIPLES INVOLVED PRACTICAL PURPOSES SERVED BY 2.WAY MEMO

. In octual experience, where agencies have issued instruc- 1. The message and the reply ore(plac.ed on the same page
Hons encouraging the use of memorundums ond informal in brief, informal language. This simplifies writing, handling,
worrespondence within the agency, there has been o notice- storing, and disposing of short communications.

able drop in the communications effart and in the time
caquired to respond to a request, as well as o reduction of
useless copies in file. An exomination of the two types of

2. The message may be prepared by typewriter or by hond;
the reply may be by typewriter, by hand, or by rubber

: - stamp.
correspondence indicates that formal correspondence has P
cerfoin drawbacks: 3. It is possible to achieve o greater delegation of signing
. authority with the 2-WAY MEMO because of its informal
«. Formal correspondence is usually more wordy because of nature

salutations, introductory paragraphs, complimentary clos-
ings, etc. It becomes a difficult writing chore because of 4. The 2-WAY MEMO may be designated for special .
continual polishing and editing. w7 hondling. It may be marked URGENT if exceptional speed is
required. It may be stamped for special mailing services. It
may be used for classified material if it is morked with the
proper security classification.

3. The “TO" line and the "FROM" line are so placed that
the 2-WAY MEMO may be sent in a window envelope and
returned in a window envelope if desired.

b. Formol correspondence typically calls for more reviews,
resulting in many rewrites, and for excessive time-in-shop.

<. Formal correspondence goes through stricter clearance
channels, and frequenily mokes communication between
“opposite numbers™ very difficuit.

2. In mony cases, the best reply is an informol endorsement 6. The 2-WAY MEMO is particularly well suited for commu-
an an incoming letter. Optional Form 27, 2-WAY MEMO, nication between “opposite numbers” within one agency or
tukes advantage of this principle. in different agencies.
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